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Overview
Trigger:

Agency staff can run this report to get a complete summary of all the time and other pay that
will be processed for employees when the payroll runs.

Business Process Procedure Overview

State agencies enter employees’ time based on time sheets and other pay documents. State
payroll then runs time evaluation. The evaluation program considers everything that was entered
as well as system generated time to calculate overtime and all leave accruals.

If the employee is in Time Management Status 1, time entry required, the system only processes
the time that is entered. If the employee is in Time Management Status 9, auto pay, the system
generates work-time automatically based on the daily work schedule of the employee. (Daily
entries of time for employees in auto pay status deactivate the automatic generation of work-
time for that day.)

Agency staff runs the Time Summary Report to create a list of all employees’ time and other pay
that will be processed when payroll runs. This report should be verified by the Friday of time
entry week to allow time to correct entries before the final time evaluation runs for the period.

State payroll runs time evaluation nightly and at noon during time entry week. The normal
schedule calls for time evaluation to be completed for the final time on Monday night of payday
week.

Procedural Steps

1.1.  Access transaction by:

Via Menu Time Entry Operator > Reports after Time Evaluation - Time
Summary Report

Via Transaction Code | Z TIME SUMMARY

Via Favorites Menu Time Summary Report

Double click on “Time Summary Report” and the following screen will appear:

| ast channed on- | ast chanaed hv- \/ersion® 1 0 Pane-

05/20/2004 Phansen 10f8




Accelerated

BUSINESS PROCESS

SAP
PROCEDURE
State of S
Utah O.rgamzatllop/Are.a: Payroll Department
Time Administration Report - Time Summary
File Name: H:\TRAINDOC\FOLIO\Payroll\convert\Repor | Release: R/3 4.6C
ts - Time Summary.doc
Responsibility: | Time Entry Operator Status: Issued: 11/08/02 Revised: 05/20/2004
Completed

Edit

Goto Systern Help

I8 eaa SHEB O

Time Summary Repott

@& & )=

| Selections fram |

Payrall period
Fayroll area

LB

@ Current period
i Other period

Selection

Fersonnel numbhber
crganization key

Pane Breaks
@) Yes
1Mo

1 Leave 5u

Type of Report

@ Leave Type

h Twpe

b lovi 1o el Duke  OVR

Input — Available Fields

Field Value

Payroll area

UB

Payroll period

Current period or Other period

Personnel number

Employee Identification Number of the employee or employee’s

Organization key Agency, Low Org, and Distribution Code
Page Breaks Yes or No
Type of Report Leave Type or Leave Sub Type
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1.2 Specify the pay period for the Time Summary Report. The screen has the selection

13

14

of current period or other period.

Current period
» Use this option during the week of payday.

Other period
» Use this option during the week of time entry. This report can also be run for
previous pay periods. Type in the pay period and calendar year.

The “ Personnel number” field may be used to select specific employees by
entering the employee identification numbers. Enter more than one EIN by clicking
on the arrow box next to the “Personnel number” field. A box appears that allows entry of
multiple EIN’s. The “Personnel number” field should be left blank if using the agency
“Organization key”.

The “Organization key” field allows entry of the Agency code followed by a blank
space, the Organization code and the Distribution code to specify a selection of
an employee group. Use the wild card symbol, *, in the selection criteria to get all
employees within the same org. For example, to print the report for all employees in
agency 120 org 0321, enter 120(space)0321*. Enter multiple organization keys by
clicking on the arrow box to the right of the “Organization key” field. A box appears that
allows entry of multiple individual organization keys or a range of organization keys. The
example below shows entries for selecting employees in agency 120, org 0321,and any
distribution code.
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15

The “Page Breaks” buttons create a page break after each org change or not

create any page breaks. The default is “Yes” create page breaks.

16

The “Type of Report” buttons create a report with the leave summarized by

leave type or leave summarized by leave sub type. The default is “Leave Type”,
show a summary by the major category of leave such as annual, sick, converted sick,
comp, excess, other, leave without pay no benefits, or leave without pay benefits. The
option for “Leave Sub Type” summarizes the leave by each sub category of leave such
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as annual/sick exhausted, sick dependent, other emergency, etc. Regular hours worked
appear the same in each report since there are no sub categories for work.

1.7 Click on the Execute button in the upper left area that looks like a clock to view
the report. Examples of both types of reports are below.

Example of the Time Summary Report with the option “Leave Type” selected.

L Ol E ERGe DHE DhOa0 BE9E

Time Summary Report

Report Ho: 2_HR_TIHE_SURRARY _RPT T e SuUERAEFY Page 1 =
LILZ curm For Pay Fariod Encing @75/8T/Z084 Aun Date: B5713/2084 il
Pay Period B9 2084 Aun Time: 14:15:51 ]
Lo Dist Sched — ceounting Mstribution ——— b
Agu Orp  Gode EIR Enpinyas Mams Hours Description HeeiDirs  Fund Agy Org  Appr Umit Aoty RGat ProfiJob Func Pot FY E
128 B321 AQAD 104289 BadTtrey, GClairize A0.00 Other Ly 24 B8 A0 128 0321 BAA 00 04
Regul ar S6.HD 100 120 9321 BAR 100 0g
Total Hra a0 .84
128 B321 HOBO 118762 Peters, Jennica BO. B8 LHOPY no ac 1 a
Lnnuslly B.BD 100 120 D321 BAR 100 04
Gonp Lw g.8a 180 08
ExcesELy i3] 100 04 B
Sick L 0BG 1080 120 0321 BAR 100 0a
Total Hrs 408 BB
120 @321 OBOB 116564+ Swenson, Azure J BB 00 Annually 12.08 108 1208 B3 EAA 108 B4
Reguisar 16.00 108 120 B321 GAA 108 84
Bick Lw dZ.op 108 120 B321 BAA 108 84
Total Hrs: Ao. 00
orp. Total Hrs: 280,00
-
H Grand Total Hrs: 260.00 =
[1]e]] I+ (v ]
[ B low i e Duke ovR 0
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Example of the Time Summary Report with the option “Leave Sub Type” selected.
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Thre Summary Repoit

Report Mo: 2_HR_TIHE_SUNMARY_RFT

Timne SuEnary

Page

1
Aun Date: BH713/2084

L1LZ T For Fay Fariod Ending 05/ 87/ Z004
Pay Period B9 2084 Aun Tine: 13:12:d8
Lo# Diat Sehed Aceounting M stribition ——— i]
Agy Org CGods EIR Enployas Mams Hours Description HrefDire Fund Agy Org  Appr Unit Acty ROet ProjfJob Func Pct FY E
128 B321 A0AAO 104289 Gadfrey, Glairise A0.08 Mther - Eme 24 B8 1AQ 120 0321 GAK 100 04
Regul ar S6 .80 100 120 0321 BAR 100 0d
Tatal Hrz =[]
128 B321 HOBO 118762 Peters, Jennico BO. 80 Annual{FALA B.88 180 120 0321 BAR 100 03
CanpiFALY i 1] 100 04
Exce==s{FALA i .88 180 03
LHOF - Fami i ] 100 04
Sick{FALA ¢ B.BO 100 120 0321 BAR 100 04
Total Hrs 48 HE
120 B221 BOBD 116504 Seergon, MA2ure 1 BO.AD Anaual fE1ck 2.8 190 120 0321 BMR 100 -0d
FRgular 10,88 183 128 B3] GAK 180 04
S1ckiDepend 32.80 190 120 0321 BAA 180 ad
Tatal Hrz an.[a
Org. Total Hrs 00 .88
Brand Total Hes 200 .88 hd
| W

-
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1.8 To print the report, click on the print icon, or choose List > Print from the screen
heading toolbar.
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2 The report heading contains the following information:

YV V. VYV VYV VYV V¥V

The report number

The report title

Page number

Level 1 and level 2 status
Date the report was run

Time the report was run

2.2 The columns on the report are listed below with a brief description.

Agy

Low Org

Dist Code

EIN

Employee Name

Sched Hours

Description

Hrs/Dlrs

Fund

Agy

Org

The employee’s agency number.

The employee’s home org.

The employee’s distribution code.

The employee’s identification number.

The employee’s name.

The number of hours scheduled for the
employee on the time entry screen.

Type of hours/amount being paid to the

employee.

Number of hours/amount being paid to the

employee.

The fund being charged for the hours/amount.

The agency being charged for the

hours/amount.

The org being charged for the hours/amount.
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Appr Unit

Actv

RCat

Proj/Job

Func

Pct

FY

DE

The appropriation unit being charged for the
hours/amount.

The activity being charged for the
hours/amount.

The reporting category being charged for the
hours/amount.

The project/job being charged for the
hours/amount.

The function code being charged for the
hours/amount. (Not currently used.)

The percent signifies how much of what is on
that line is charged to the coding displayed.

For employees set up with salary splits only the
first line of coding is displayed with the percent
allocated.

Fiscal year being charged.

A “Y” in the column indicates the employee is in
a dual employment status with the state.
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